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Let’s recap some of the key points of EndNote Basic.

1. Create an EndNote library

2. Import the ref. from DB

3. Find full text

4. Manage function insert citation

5. Edit & Manage citations

6. Insert citations in footnote style

7. Remove the field code

QR code

https://youtu.be/CVk9u-9CLAA
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Part 1

Download & Install 

Additional Styles
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Browse all the 

existing styles
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Choose one of 

the existing styles. 

If you can't find the style 

here, you can try to 

download the styles from 

the EndNote official website.
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○ Endnote output style website

https://endnote.com/downloads/styles/

Search for the 

journal name

Browse by the citation 

style or the publisher 

name 

https://endnote.com/downloads/styles/
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○ Endnote output style website

https://endnote.com/downloads/styles/

https://endnote.com/downloads/styles/
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○ On the save file step, “Copy” will be added 

after the original style name by default, 

it doesn’t matter whether you delete it or not…
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○ Existing Output Styles:

(Styles installed together with Endnote)

Documents

○ Additional Output Styles:
(Downloaded or self-created styles) 

Existing and additional Output Styles are in different locations

These styles will be 

removed by 

uninstalling Endnote.

If you save some downloaded or self-created styles in folders 

under Program files, and you are going to install a new version 

of Endnote, please backup these styles to the folder under 

Documents before removing the old version of Endnote

(Mac: Applications > EndNote > Styles)
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If the existing output style needs to be modified, 

please edit them according to the following chapters…

Picture from：https://html.com/resources/citation-guide/



Part 2

Edit Output Style

Overview
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Word 
Document

APA 7th
Edit 

Style

APA 7th Copy

Save / 
Save as

Choose 

APA 7th

Copy

○ There are 3 steps to edit output style…

“Copy” will be added after the 

original style name by default.
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APA 7th
Edit 

Style

○ Let’s start from the first step…
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○ If you are using the version prior to EndNote X9.3…
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○ Look for the 

style you are 

going to edit 

and double 

click on it…
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On the left are the options 

available for modification…
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This section is the options to 

modify the in-text citations



22
This section is the options to 

modify the references at the 

end of the article



23This section is the options to 

modify the citations in the 

footnotes

We will introduce the detailed functions in the following chapters
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APA 7th
Edit 

Style

○ Save the modification of the style…

Save / 
Save as
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If you modify the existing style of Endnote, 

you can only choose 

Save As to save it as a new file.

If you modify the style you created, you can 

choose Save to overwrite the original style.
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“Copy” will be added after the original style name 

by default.
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APA 7th
Edit 

Style

○ Back to Word document and choose the style you edited…

Save / 
Save as

Word 
Document

APA 7th Copy

Choose 

APA 7th

Copy
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APA 7th Copy???
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○ You will see 

your 

modification…
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○ If you are not applying a new style, 

but applying the same style you just modified…



Part 3

Edit Output Style

Templates



33Templates is the most important setting of the citation format…



“
○ Citations ─Templates

34

Define the in-text 

citation format



“
○ APA 7th

35
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APA 7th
Edit 

Style

○ Let’s start from the first step…
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○ Double click 

on APA 7th…
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APA 7th
Edit 

Style

○ Save the modification of the style…

Save / 
Save as
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APA 7th
Edit 

Style

○ Back to Word document and choose the style you edited…

Save / 
Save as

Word 
Document

APA 7th Copy

Choose 

APA 7th

Copy
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“
○ Numbered

49
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APA 7th
Edit 

Style

○ Let’s start from the first step…
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○ Double click on 

Numbered…
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APA 7th
Edit 

Style

○ Save the modification of the style…

Save / 
Save as
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APA 7th
Edit 

Style

○ Back to Word document and choose the style you edited…

Save / 
Save as

Word 
Document

APA 7th Copy

Choose 

APA 7th

Copy
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Edit Citation Templates

62

Style: Nature
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[

[

]

]
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“
○ Bibliography ─Templates

66

Define the reference 

format



“
○ APA 7th

67
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Each reference type has its 

specific format, you can only 

edit the reference type that 

needs to be modified.
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Special Formatting Characters

If you need to add some fields 

in the reference…
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○ You can specify both singular and plural forms of 

labels for editors or pages in a formatted reference 

by using a caret (^) to separate the terms.

Singular/Plural Term Separator ( ^ )

"p." precede a single page, while "pp." precedes multiple pages



71Link Adjacent Text ( )

"ed." will appear regardless of whether the reference has an edition

To make "ed." dependent on the Edition field 

by linking them with Link Adjacent Text

If the Edition field is empty, the linking texts 

“ed” will not appear.
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○ If you do not want text or punctuation to be dependent on the 

preceding field, use the vertical bar character (|), to force a 

separation of the text from a field.

Forced Separation ( | )
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Edit Bibliography Templates

76

Style: Numbered



77

( )
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“
○ Footnotes ─ Templates

79

Define the citation 

format in footnotes
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For some styles, citations in 

footnotes are formatted just like in-

text citations. 

In that case, there is no need to 

create a special template for 

footnotes…
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Similarly, some formats request 

that citations in footnotes are 

formatted as full bibliographic 

references…



However, if you need the footnotes 

to use their own special format …

Define the templates for how 

citations in footnotes should 

be formatted



84

Each reference type 

has two formats

For the citation first 

time appears

For repeated 

citations

The same reference shows different format 

in the first citation and the repeated citation.

Most of the settings here are as same as the 

templates in the Bibliography section…
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You can set a specific format for the same 

reference repeats in consecutive citations

Some styles in humanities require the same reference to be formatted 

differently in consecutive citations than in inconsecutive citations…



Footnotes Templates

86

Style: Chicago 17th footnote

Show only “Ibid.” for repeated citations

(includes consecutive & inconsecutive citations)



-------------------------------------------------------- Ibid.
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Part 4

Edit Output Style

Author Lists & Name



“
○ Author Lists

90
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○ Determine separators between author names

○ Abbreviate the author list

Author Lists
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In the "Author Separators" box, enter 

any punctuation and spaces that 

separate the individual author names 

in the citation. 



93

When there are only 2 authors, 

use the “&” symbol as the separator 

in the citation.
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When there are more than 3 authors, 

use “,” as separator between the authors, 

and use “, &” as the separator before the 

last author in the citation.
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When the author name before (), 

use “and” as separator between the 

authors in the citation.
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If you change the separator, it will be 

displayed according to your modification.
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Abbreviated Author List box allows you 

to specify the number of authors 

needed to trigger this abbreviation, 

how many authors to include in the 

citation, and what the abbreviation 

should be.

Some journals require to abbreviate the list of authors, 

using "et al." after a certain number of authors... 



98

< 6 authors, list 

all author names 

in the citation



99

>= 6 authors



100
If there is more than 

one work by an author 

(or group of authors), 

the first appearance of 

that author name is 

formatted differently 

from subsequent 

works.
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When the same author's work is 

cited for the second time, the 

maximum number of 

unabbreviated authors will be 

reduced from 6 to 3.

• First appearance: 

list all author names

• Subsequent appearance: 

list the first 1 author



102Author Lists function is almost the same in Bibliography, 

only one more setting here… 

To display a set number of 

author names followed by 

an ellipsis (,…), and the last 

author name at the end.



Author List

103

Style: APA 7th

If more than 1 author, list the first 1 author and 

abbreviate with “, et al.” in citations and bibliography.
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1

1



105

1
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“
○ Author Name

107
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○ First name initials

○ First author/other authors’ first and last name order 

○ Capitalization

Author Name
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To specify how the authors’ first and 

middle names should be formatted in 

the citation.
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Only show last name in 

the citation
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Show the first name initials when the 

primary authors with the same last 

name, to identify similar citations
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First name initial 

format options

Show the full first name.

If you have not entered the full first names, 

EndNote uses the names as you have 

entered them into the library.



113

Here is the first author and other authors’ 

first and last name order function.

You can have the first author appear 

differently from the other authors.
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First name before last name

Last name before first name
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Set the capitalization of 

the author's name
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Show as entered in the library

First letter of each name 

is capitalized

All letters are capitalized

The first letter of name is a large capital 

and other letters are smaller capitals



Author Name

117

Style: APA 7th (Citations and Bibliography)

• First author: last name, first name

• Other authors: first name (no comma) last name

• First name initials
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First author: last name, first name
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Other authors: 

first name (no comma) last name
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First name initials



121

Do the same settings 

as in citations



122



Part 5

Edit Output Style

Layout



124

○ Providing options for inserting text before and after 

each reference in a bibliography

○ Applying hanging indents to your references

Layout
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Bibliography Number + +

It will show 

in the 

beginning 

of each 

reference.
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Add a blank line 

between each reference
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A hanging 

indent is used 

to indent all 

lines of a 

paragraph 

except the first
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The reference 

list will have 

no hanging 

indent format



Here is a tab space to align the 1st line 

of the 2nd paragraph

130
1st paragraph 

has no 

hanging indent

2nd paragraph 

shows hanging 

indent



131If you want to modify the indentation 

length of hanging indents…
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In Mac system, please click on Configure Bibliography…
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0.5

Here you can 

set up the 

length of 

hanging indent
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The 

length of 

hanging 

indent be 

shorten



Layout

136

Style: Numbered

• Citation:[1], [2], [3] → (1), (2), (3)

• Bibliography:1, 2, 3 → (1), (2), (3)

• Add a blank line between each reference

• Reduce the length of hanging indents to 0.5cm
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138



139



140



141

0.5
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The 

length of 

hanging 

indent be 

shorten



Part 6

Edit Output Style

Sort Order
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○ Each style has instructions for 

sorting references in the 

bibliography, and how to sort 

formatted multiple citations in 

the text of your paper.

Sort Order
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References are listed in the order in 

which they are cited in the paper.



146References are sorted by the Author field, 

then references:

• with identical authors→ sorted by year 

• with identical authors & years → sorted by title
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Custom Sorting: 

Select from the drop-down field lists 

any combination of up to 5 fields in 

ascending or descending order.
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The Sort panel under the 

Citation heading allows you to 

set the order that the style uses 

to sort multiple in-text citations. 



Sort Order

149

Style: Numbered

• Bibliography: Order by Author + Year + Title
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Part 7

Edit Output Style

Journal Name Abbreviations



153Some publishers require the journal title should be 

shown as abbreviation in references…

If you want EndNote to show the 

journal name abbreviation

in references,

there are 2 major steps…
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Edit the style to show the 

journal name as abbreviation

Journal of Science Education and Technology = JSET

Create the Journal Term List to establish 

the relationship between the full name and 

abbreviation of the journal name
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Edit the style to show the 

journal name as abbreviation
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There are also different abbreviation options here, 

which we will explain later…
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Edit the style to show the 

journal name as abbreviation

Journal of Science Education and Technology = JSET

Create the Journal Term List to establish 

the relationship between the full name and 

abbreviation of the journal name

A Journals Term List is a 

file that contains a list of full 

journal titles and their 

corresponding 

abbreviations. EndNote can 

use this list to identify 

journals and abbreviations 

and display either the full 

title or abbreviation when 

you insert references into 

Word.
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Add a new 

journal name

Edit the existed 

journal name
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Journal of Science Education and 
Technology

JSET

3 different 

abbreviations 

can be set for a 

journal name

In the output style, you can choose 

which abbreviation name to show
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Edit the style to show the 

journal name as abbreviation

Journal of Science Education and Technology = JSET

Create the Journal Term List to establish 

the relationship between the full name and 

abbreviation of the journal name
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You will see the 

abbreviation journal name 

in the references.



Journal of Science Education and Technology = JSET

163

Edit the style to show the 

journal name as abbreviation

Create the Journal Term List to establish 

the relationship between the full name and 

abbreviation of the journal name

EndNote has existing Journal Term Lists of full 

names and abbreviations, which you can import 

directly instead of typing manually one by one.
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An existing journal term list 

linked to your EndNote 

library must first 

be deleted prior to 

importing a journal term list.
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Choose one of the lists that 

is most relevant to your 

research and import it.

Here are all the EndNote 

Journal Term Lists

(Mac: Applications > EndNote > Terms)
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All the full names and 

abbreviations in the 

journal term list have 

been imported
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If the imported journal name needs to be corrected…



171
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Any further Questions? 

Subject librarians are available to consult with you!

Reference Desk : 

1F of Main Library

Email: 

tul@ntu.edu.tw
Tel : +886-2-

33662326 

173

Thank you 

for 
Listening.


